
Powered by: 

 
 

 

 

 

 

 

 

 

 

 

 

GSA LMSJOB AID SERIES 

 

 
GSA ONLINE 

UNIVERSITY 
Curricula 101 Job Aid 

 
 

 
 
 
 

Curricula 101 Job Aid Overview 

This job aid provides step-by-step instructions for tasks relevant to curricula 
administration in the GSA OLU (powered by SAP). Topics covered in this job 
aid include: OLU site access, Homepage navigation (brief overview), Admin 
Center navigation, curricula creation, and curricula management. 

 
 
 
 
 
 
 
 
 



Powered by: 

 
 

Table of Contents 
 

 

TASKS COVERED IN THIS JOB AID: 

ACCESSING THE GSA OLU SITE (POWERED BY SAP) .................................... 1 

Introduction .......................................................................................................................... 1 

SSO Access ........................................................................................................................... 1 

Non-SSO Access (Direct URL) ............................................................................................... 2 

GSA OLU HOMEPAGE ................................................................................... 4 

Main Menu Navigation .......................................................................................................... 4 

Homepage Features .............................................................................................................. 5 

Homepage Options ............................................................................................................... 7 

ADMIN CENTER ............................................................................................ 8 

Learning Administration Homepage Navigation ................................................................... 8 

Learning Administration Preferences and Time Zone Settings ........................................... 10 

CURRICULA OVERVIEW ............................................................................... 13 

Curricula Navigation ............................................................................................................ 13 
Curricula Search .................................................................................................................. 14 

Curriculum Administration Page ......................................................................................... 16 

CURRICULUM ADMINISTRATION ................................................................ 17 
Create Curriculum ............................................................................................................... 17 
Edit Curriculum ................................................................................................................... 21 

Curriculum Cover Page ........................................................................................................ 22 

Edit Cover Page .............................................................................................................. 22 

Edit Sidebar Content ...................................................................................................... 23 

Edit Main Cover Page Content ........................................................................................ 27 
Activate Cover Page ....................................................................................................... 30 

CURRICULUM MANAGEMENT ..................................................................... 32 

Curriculum Learning Items .................................................................................................. 32 

Overview ........................................................................................................................ 32 

Add Learning Items ........................................................................................................ 33 
Add Requirements .......................................................................................................... 36 

Add Subcurricula ............................................................................................................ 39 

Publish Curriculum .............................................................................................................. 42 

Copy Curriculum.................................................................................................................. 44 

Deactivate Curriculum......................................................................................................... 46 

Reactivate Curriculum ......................................................................................................... 48 

Delete Curriculum ............................................................................................................... 49 

ADDITIONAL RESOURCES ........................................................................... 51 

LMS ID Naming Convention Guide ...................................................................................... 51 



Powered by: Page 1 | © 2017 eSkillz Corp. All rights reserved. 

 

Curricula 101 Job Aid 

 

ACCESSING THE GSA OLU SITE (POWERED BY SAP) 

Introduction  

The GSA Online University (OLU) can be accessed via GSA Single Sign-On (SSO) or via a non-SSO direct URL. Please 
find directions below on the different ways to enter the new SAP site. 
 

SSO Access 

Logging in from a GSA Laptop 
 

1. From your GSA laptop, navigate to the following URL: https://gsaolu.gsa.gov 
 

2. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance may 
differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration. 
 

 
 

https://gsaolu.gsa.gov/
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ACCESSING THE GSA OLU SITE (POWERED BY SAP) 

Non-SSO Access (Direct URL) 

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO), 
you will need to access GSA OLU via a direct URL.   
 

1. Navigate to the following URL: https://hcm03.ns2cloud.com/login?company=GSAHCM03. 
  

2. 2ÅÁÄ ÔÈÅ 5Ȣ3Ȣ 'ÏÖÅÒÎÍÅÎÔ ɉ53'Ɋ )ÎÆÏÒÍÁÔÉÏÎ 3ÙÓÔÅÍ ɉ)3Ɋ ÃÏÎÓÅÎÔ ÆÏÒÍ ÁÎÄ ÃÌÉÃË ÔÈÅ ȰI Agreeȱ ÂÕÔÔÏÎȢ This will 
take you to the direct system login page for the GSA OLU site. 
 

 
 

3. %ÎÔÅÒ ÙÏÕÒ ÕÓÅÒÎÁÍÅ ÁÎÄ ÐÁÓÓ×ÏÒÄ ÁÎÄ ÃÌÉÃË ÔÈÅ ÏÒÁÎÇÅ ȰLog inȱ ÂÕÔÔÏÎȢ  
ɉ3ÈÏÕÌÄ ÔÈÅ ÌÏÇÉÎ ÐÁÇÅ ÒÅÑÕÅÓÔ Á ȰCompany IDȱȟ ÐÌÅÁÓÅ ÕÓÅ ÔÈÅ ÆÏÌÌÏ×ÉÎÇȡ GSAHCM03) 
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4. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance may 

differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration.   
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GSA OLU HOMEPAGE

Main Menu Navigation 

Your GSA OLU Homepage will have a main navigation bar at the top of the page. This navigation bar contains a 
dropdown menu that lists all the SuccessFactors modules available to you (based on your role), along with links to other 
pages within the system. You may click on the Home icon to return to the OLU homepage from any location. 
 

 
 
 
The dropdown menu contains Home, Learning, and 24x7 Live Support links.  

¶ The Home link will take you back to the homepage no matter where you are in the platform.   

¶ The Learning link will take you the learning management area of the system.  

¶ The Admin Center link will take you to the administration area of the system. 

¶ The 24x7 Live Support link will take you to the area of the system where you can interact with an OLU Live 
Support Specialist for assistance with general OLU navigation and utilization inquiries. 
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GSA OLU HOMEPAGE

Homepage Features 

Your homepage has multiple features called tiles that allow you to view different OLU functionality in a convenient 
layout. Tiles are movable and can be edited to fit your system needs. Below is an explanation of each feature tile on 
your homepage. 
 

 
 




